SAMPLE LETTER REQUESTING RENEWAL OF APPROVAL TO OPERATE AS A PRIVATE ORGANIZATION

                                            Private Organization Letterhead                                Date

MEMORANDUM FOR Commander, U.S. Army Garrison Stuttgart, Attn: D, FMWR, Private Organization Coordinator, Unit 30401, APO AE 09107-0401

SUBJECT:  Request for Renewal of Approval to Operate as a Private Organization (PO)

1.
The (name of the PO) requests renewal of its approval to operate as a PO in U.S. Army Garrison Stuttgart, as authorized by AR 210-22 and AE Reg 210-22. The included documentation is as follows:

     a.
Two copies of the current (name of the PO) constitution and by-laws (encl 1). List if changes have been made to constitution and bylaws.
     b.
A list of officers of the (name of the PO) to include their complete APO addresses, private telephone numbers, and private, non-DoD e-mail addresses (encl 2).

     c.
Proof of insurance and bonding, or a statement from a parent organization indicating that its policy includes coverage for both liability and fidelity bonding covering the local organization (encl 3).
     d.
A summary of the (name of the PO) key activities and fundraisers sponsored during the previous year.

     e.
A summary of any major changes in the PO or its operation (activities, objectives, organization, constitution, etc.)

     f.
A copy of yearly audits from the last 2 years and corrective action reply (encl 4).

     g. Copy of the Minutes of Meetings for the previous years (encl 5).

     h. Signed statement from president of PO stating the percentage of its members with SOFA status (encl 6).

     I.  Signed statement from the president of the PO stating the location of bank account(s) and account number(s) (encl 7).
2.
The (name of the PO) is aware of the DoD and IMCOM-Europe policies on equal opportunity and will adhere to and enforce these policies.

3.
POC is the undersigned at (President’s information).

7 encl                                                       PO President's Signature 

                                                                Name of the PO

